SATERN Administrator Job Aid
Curriculum/Assignment Profiles

Add Curriculum

Tasks

A. Add a Curriculum/Summary Tab

B. Add Items to the Curriculum

C. Edit Item settings within a Curriculum

Task A: Add a Curriculum/Summary Tab

1. Click Learning > SRR
H System for Administration, Training, and
CU r rl C U | a @ Educational Resources for NASA
Learner Management | Scheduling | Learning | Commerce | Resources | References | Repors | Tools | System Ajg

Curricula Curricula | Simple Seatch | Advanced Searc
tems

Competency Profiles

Search

Competencies

Contert Packages
Assessment Surveys m [rEsuliis

Azzezsment Processes Search Curricula

Ohjectives

Guestions Erter the ID or Description, select the type of search from the drop-down menu, and click "Search"
Communities Erter an exact ID and select "Exact” from the drop-covwn menu to go directly to & record, The searc
Contert Ohjects by default. Y'ou can choose caze ingensitive search which applies to criteria typed in. Pleaze note

Exam and Survey Objects insensitive search could take a long time.

Caze zenzitive search: O ves (8 Mo
Curriculum (Cx Starts With
Curriculum Title: Starts With
Curriculum Status: @ active O Not &ctive O Bath
2. Click the Add New ‘| Simple Search | Acvanced Search | Add klew | Help |‘
link.
3.  Enter/select all 4 Curriculum ID (CENTER-UPPER CASE
required information. ALPHA/NUMERIC CHARACTERYS)
¢ Title (ALL UPPER CASE ALPHA/NUMERIC
CHARACTERS)
¢ Creation Date
¢ Domain ID
¢ Basis Date (Defaults to global NASA setting)
¢ Description (Sentence Case)

4.  Click the Add button. m
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Task A: Add a Curriculum/Summary Tab (continued)

SATERN Administrator Job Aid
Curriculum/Assignment Profiles

S. The entgred . Curriculum [ ARC-GENSAFETY-2008
information dlSplayS Title: General Safety Curriculum for FY0E
on the Summary tab.

Summary tems Subcurriculs

Documents Joh Positions

Edit the Curriculum

* = Required Fields

[Apply Changes [ Reset | Copy Curriculum. .

Creation Date: I—
e F [1ossiz005

Active: ¥

* Damair: (4] I.&.RC

Curriculum Type: (4] I

Basiz Date: I—
RO B [5re6i2005

Force Incomplete: 'l

Title: |General Safety Curriculum for FYOE

for LRC employees,

Description: This curriculum cortains all general safety courzes ;I

=

6. If edits to data are W

made on the
Summary tab, click
Apply Changes
before leaving the
screen to save the
changes.
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Task B: Add Items to the Curriculum

SATERN Administrator Job Aid
Curriculum/Assignment Profiles

1. i
C“Ck the ltems tab' Curriculum ID; - ARC-GEMZAFETY -2006
Title: General Satety Curriculum for FY06
Summary m Subcurricula Documents Job Positions
Edit the Curriculum
2. Enter an Item Type and _
ltem ID. Add an temn to the Curriculum
Enter tem 1D or add one ar mare from list
Note: If you do not know
the 1D, use the add one Type D
or more from list link to | = w
conduct a search and
select the ID from a list.
3. Click the Add button. w
4. The Item displays in the

Update section.

Update the kems for the Curriculum

[ Apply Changss |

Select All/ Deselect All

I S I )

COURSE ARC-SAFETY (Rev 10082003 10:06 AM EST)

ARC Site Safety Basics Edit
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Task C: Edit Iltem Settings within a Curriculum

SATERN Administrator Job Aid
Curriculum/Assignment Profiles

1.

Click the Edit link next
to the Item to be
modified.

Update the kems for the Curriculum

I S B [

ARC Site Safety Basics Edit

COURSE ARC-SAFETY (Rev 10/6/2005 10:06 AM EST)

[ Apply Changes |

Select All f Deselect All

Review the defaults
brought over from the
Item record.

Curriculum D ARC-GENSAFETY-2008

Title: General Satety Curriculum for FY0E
COURSE

ARC-SAFETY

10/6/2005 10:06 &M EST

ttem Type:

tem 1D

Revizion Date:
Revizion Mumber:

ftem Tithe: ARC Site Safety Basics

Edit the tems for the Curriculum

Initial Azsignments:

Initizl Mumber:
[£1000,001)

Initizl Basis:

Initizl Period:

——

" Calendar ' Event

© Calendar ™ Evert
Effective Date: l—
T 1A fron 2005
Aszignment Type: € IREQUIRED

Retraining Assignments:

Retraining Mumber:
£1000,001

Retraining Bazis:

Sequence Mumber:
(1000,0017

Retraining Period:

[Apply Changes | Reset |

IDa\,-'s VI

IDa\,-'s VI

3.

Enter the
Assignment/Retraining
information.

See the “Period-Based
Assignment of Iltems”
section starting on Pg.
21 for information
regarding Initial
Assignments,
Retraining Periods,
and Event vs.
Calendar Based
assignments.

Note: If entering a
Retraining Period, the
item will remain on the

Edit the kems for the Curriculum

Initial A= signments:

Initial Mumber: l— - L
£1000,001) 13 Initisl Period:
IBHEIBEEE: © Calendar ' Event
Retraining Assignments:

Retraining Mumber:
(1000,0017

Retraining Basis:

|5

" Calendar % Evert
Effective Date: I—
AR 1A fronzoos
Azsignimert Type: €D IREQUIRED

Sequence Mumber:
(1000001

Retraining Period:

[ Apply Changes | Reset |

I Days - l

I horths l
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SATERN Administrator Job Aid
Curriculum/Assignment Profiles

Learner’s Learning
Plan with a new
Required Date after
they complete it.

4. Click the Apply M

Changes button.

Create an Assignment Profile

Tasks

A. Add an Assignment Profile

B. Select the Domain

C. Select the Learner Attributes

D. Add the Curriculum to the Assignment Profile
E. Preview Learners and Propagate the Profile

Task A: Add an Assignment Profile:

1. Cl | Ck Referen ces > 2} Plateau Administration - Microsoft Internet Explorer

ASSIgnment PrOflles File Edit ‘iew Favorites Tools  Help
| QBack - O EiNE) 2 D search 7 Favortes 2 v @ = -}

Address @j https: {inasastg.gpehosting. com felms/pwa/authenticate. do; jsessionid=G380M4h4r PEL THSWP G s T 9W S Y wIShZ:gOmxMTVgrCeT2)

SATERN
. System for Adminiztration, Training, and
Educational Resources for NASA Administr:

Learner Management | Scheduling | Learning | Commerce | Resources | References | Reports | Tools | Systemn Admin

Cost Mames Assignment Profiles | Simple Search | Advanced Search | Add Me
Assignment Profiles
Approval Process

Approval Roles Search
2.  Click the Add New ‘| Zimple Search | Advanced Search | Add Mew | Help |‘
link.
3. Enter/select all ¢ Assignment Profile ID (CENTER-UPPER CASE
required information, ALPHA/NUMERIC CHARACTERYS)
and click the Add ¢ Domain ID
button.
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Task B: Select the Domain

SATERN Administrator Job Aid
Curriculum/Assignment Profiles

Click the Domains
tab.

nrment Profil

SUMmEEyY Attributes Curriculs Cpty Profiles
B —————

Edit the Assignment Prof

Addd a Domain to the Assignment Profile

Enter the Domain ID.

Note: If you do not
know the ID, use the
add one or more from
list link to conduct a
search and select the ID
from a list.

Adld a Domain to the Assignment Profile

Erter Domain 0 or acd one or mare fram list.

Update the Domains for the Assignment Profile

Click the Add button.

Select Include Sub-
Domains (if applicable)
and click Apply
Changes.

2} Plateau Administration - Microsoft Internet Explorer,

File Edt Wiew Favorites Tools Help

Qoak ~ O - [{ (2] @ Psearch JoFavores & (3 5 F - L) E
Address @ https: {nasastq. apehosting. com/elms/puaf authenticate. do; jsessionid=G5a0N4h4rPKLTHr SwPGCrsJHOWSYF SIS gl TigrCeT2! 1320149502 v oo ks
SATERN
System for Administration, Training, and
Educational Resources for NASA Administration | Home | Preferences | Help | Logout
~
Cost Names Summary m Attribites Curticula Cpty Frofiles 3
i Profiles e —
Edit the Assignment Profile
Approval Process
i;;;p;::napllzt::s Add a Domain to the Assignment Profile
ol (RERIES Erttsr Damain 1D o tid o or more from st
Documerts
Organization Groups
Tasks
- @) Update the Domains for the Assignment Profile
To remove record(s) from this list, use the checkboxes in the Remove column to select, and then click Apply
Changes 1o remave the selected records, Ta include Suls Domains o the selecter records, click the corresponding
checkkox in the Include Sub Domains column and click Apply Changes. Click Reset o revert to system defaut
Include
Sub Dmn. Remave
[}
Description
50 Johnson Space Center
Leamer Toals
Preview the learners matching the defined prafil Assignment Profils Learner Pre
Perform an advanced leamer ssarch
v

i4 start cvoepnEEEDBE B % ¢
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Task C: Select the Learner Attributes

SATERN Administrator Job Aid
Curriculum/Assignment Profiles

1. Click the Attributes —
tab " SUmmary Domains Curricula Cpty Profiles
S ——
Edit the Assignment Profile
Add an Attribute to the Assignment Profile
Eriter Aftribute or add one or maore from lizt.
Group Aftribute Operator
| | Address v| | Arry v m
Status: Propagation Required
2. Enter the Group
gnment
number and select the
Attrl b ute . C I ic k th e Summary Domains Curricula Cpty Profiles
Edit the Assignment Profile
Add button.
Add an Attribute to the Assignment Profile
Erter Attribute or add one or maore from list.
Group Attribute Operator
3. Click Values.
Update the Attributes for the Assignment Profile
Learners must meet the requirements of any one group in order to be included in the assignments of this profile.
Select Allf Dezelect All
N S
1 Supervisory Status Ay Walues D
Select Allf Dezelect All
4. Select the values, and

click the Add button.

Adidl values to Assignment Profile Attribute

Select All £ Deselect All

ALL OTHER POSITIONS

TEAM LEADER

LEADER

MAMAGEMENT OFFICIAL (CERA)
SUPERWISOR (CSRA)
SUPERVISOR OF MANAGER

[N ST R = RN ]

K E&E OO0

Select All f Deselect All
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SATERN Administrator Job Aid
Curriculum/Assignment Profiles

5. You may add multiple
attributes to the
profile. To set up an
“And” relationship, use
the same Group
Number for each
attribute. To set up an
“Or” relationship, use
a different Group
Number for each
attribute. If you use a
different Group
Number for each
attribute, Learners
must meet the
requirements of any
one group in order to
be included in the
assignments of this
profile. If you use the
same Group Number
for each attribute, the
Learner must meet all
of the attributes to be
included in the
assignments of the
profile.

Learners must meet the requirements of any one group in orcer to ke included in the assignments af this profile,

[ 82oly Changes | Recet |

Select Al Deselect All

e e
Ary WValues l:l
Values l:l

Select AllY Dezelact All

[ Apply Changes [ Reset

1 NASA Class Block Code

1 Supervizory Status Ay

1 aarnar Taale

Task D: Add the Curriculum to the Profile.

1. Click the Curricula
tab.

Description:
Status:

SumimaEry

Azsignment Prafile IO

JEC-HUMANRESOURCES
Human Resources
Propagation Reguired

Domains Aftributes

Edit the Assignment Profile

2. Type the Curriculum
ID, and click the Add ~ “™"
button. You may also
add a Curriculum from

ieferences

Status: Propagation Recuired

SUmmEYy Domains Attribtes

Edit the Assignment Profile

the | |St Add a Curriculum to the Assignment Profile
Enter Curriculum IC or acdd one or more from list.
N Ote The . . Curriculum |D: IS C-ANNUALSUPER w
Assignment Profile will
use the initial
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SATERN Administrator Job Aid
Curriculum/Assignment Profiles

assignment and
retraining periods
associated with the
Curriculum ID. If you
wish to set up a
different profile using
the same Curriculum
(items) with different
assignment
information, you must
create a new
Curriculum and a new
Assignment Profile.

Task E: Preview Learners and Propagate the Profile

1.

Click the Domains
tab, and click the
Assignment Profile
Learner Preview to
see the Learners that
match the profile.

ment Profiles

al Process

al Roles
iplates

tions

ants

wations

sation Groups

| References

Attributes Curricula Cpty Profiles

Edit the Assignment Profile

Adil a Domain to the Assignment Profile

Enter Domain 1D or add one or more from list

ins for the Assig Profile

Dotmizin 10

Update the D

To remaove recaorcd(s) from this list, use the checkboxes in the Remove column to select, and then click Apply
Changes to remove the zelected records. To include Sub Domains of the selected records, click the corresponding
checkhox inthe Include Sub Domains column and click Apply Changes. Click Reset to revert to system defaultt.

Sub Dmn.
n

Remove
Al ¢ 4
0

Domain ID Description

JEC-AH Human Resources Office D

Learner Tools

Preview the learners matching the defined profile
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SATERN Administrator Job Aid
Curriculum/Assignment Profiles

2. The list of Learners o y—
' N _ a References > Assignment Profiles > Attributes = Preyiew Learners - Microsoft Internet Explorer IEHEE]
appears. Click Close &~
. Assignment Profiles | Helg |
Window.
———
Learner Preview List
akmartin MARTIN, AMEELA K JSC-AHE11
daconder COMDER, DEBOREH & JSC-AH111
dicimizfeldt DEMTON-MISFELDT, DEBORAH L JSC-AHI11
eahall MGLUYEM, ELIZABETHH JEC-AHF11
makincaid KIMCAID, MICHAEL & JSC-AH111
Mvsaiz SAIZ, NATALIE Y JSC-AHT
saweoodd WiDOD, SCOTT A JSC-AHT
3. Click Propagate

Assignment Profile.

Note: If this
assignment affects
more than 500
Learners, you must
schedule the
assignment as a
Background Job.

Azzignment Profile 10 JEC-HUMANRESOURCES
Description: Human Resources
Status: Propagation Required

Propagate Assignment Profile...

SUMMary Attributes Curricula Cpty Profiles

Edit the Assignment Profile
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SATERN Administrator Job Aid
Curriculum/Assignment Profiles

4 T S h d I Jok Positions
. (0] chedule a Documerts The action you are trying to perform iz affecting too many records and could take a long time to com|
Organizations must be scheduled to run in the background. Please complete the followving infarmation it yaou wart tl
BaCkg rou nd ‘] o b1 you Organization Groups specific date and time. If you choose to be notified by email upon completion, please select "Matify i
m USt SChed u | e the JOb Tasks completion” checkbox and specify an email address,
to run duri ng the & CEmER | MEEEEEE ) Run this job immediately, if allowable.
ava| Iable tl meSIOtS (%) Schedule this job to be executed on: View &vailable Time Slats
Date: B [os252007
(12:00 AM - 5:00 AM Tine: o100 8
EST are the ) Time Zone: 4] E=T|
acceptable timeslots
M - F) Job Description:

Matify via email upon completion
Emsil: JAZOMN R MELSONT @JSC MASA GOV

>~ You should receive
the Background Job

ID, and SATERN will

em a|| you after th e JOb » our job has been scheduled to run in the background. The job ID s 0000000000000031 59,

is complete.

Status:

Note: Once an
Assignment Profile is
in use, it cannot be
deleted.
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SATERN Administrator Job Aid
Curriculum/Assignment Profiles

Adding Items to a Curriculum that has been Assigned

Tasks

A. Add the Initial Assignment/Retraining period in the Iltem
B. Add the item to the Curriculum

Task A: Add the Initial Assignment/Retraining period in the Item

1 1 Searcl
1. Click Learning>Iltems.  seh
Search for the Iltem B o
you are adding to the Search tems
CU ITICU I u m. Enter the ID or Description, select the type of search from the drop-dovwn menu, and click "Search” to brovese results.
Erter an exact ID and select "Exact” from the drop-dowen menu to go directly to a record. The search is case sensitive
by default, You can choose case insenstive search which appliss to criteria typed in. Please note that 5 casze
ingensitive search could take a long time.
Case sensitive search: O ves ® o
ftem Types: Select from list — or gy D Starts With ¥
trem I JSC-HAZCOMCBT || Starts With v
Revision Ciate: E
(MMDDAYY)
Revizion Mumber: Starts With
ftem Title: Starts With +
LR TS ® active O Nat active O Bath
ftem Classification: Select from it or gy D Starts With ¥
LRI Stinus: [ Has online content
Domeins: Fiter by criteria — or gy |D Starts With v
2 Click Edit. R es |
View ltem Results
Title
COURSE JSC-0HS-HAZCOM (Rev 6/6/2006 02:02 HAZARD Wiew | Edit | Delete | Copy
PM CST) COMMUMIC ATION/AVWARENESS
LEWEL EMERGEMCY
RESPONSE
COURSE JSC-OHS-HAZCOMCET (Rev 94 452006 HAZARD COMMURNICATION Wiew | Edit | Delete | Copy
11:00 Ak CST) AND EMERGENCY RESPONSE
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SATERN Administrator Job Aid
Curriculum/Assignment Profiles

H H Curricula Competencies Custom Fields Reguests Rzt Reazons Substitutes
3. Click the Design Data : : =
b SUmmEry Design Data Delivery Data Prerequisites Documents Tasks
T
ta " Edit the Design Data for the tem
Revizer: Willizm A Rydbomi@nasza.g
. Contact Hours:
Approved By: l:l £1000,001.01)
omporvny DL ] (100001 o1
(MDD ) [1000,001 .01]
) [1000,001 .01]
Audience: | |
Default Intial Assignments:
Iritizl Mutnber: " L
(10000017 l:l litieisnod
ILHSIEES: O Calendar &) Event
Default Retraining Assignments:
Retraining Mutmber: l:l . L
{1000,0013 Retraining Period:
RetisininglBast: O Calendar @ Evernt
Contact's Email: sheilla.o.goldhergi@nasza.c
ftem Goals:
. LUPFIEUIE LOMPETENCIES LUSTOM F SIS REHUESTS RSt RESS0NS SUBETIUTES
4. Enter the Initial . . -
Summary Design Data Delivery Data Prerequisites Documents Tazks
T ————————————
ASSIg n me nt/Retral ni ng Edlit the Design Data for the Rem
Information, and | |
Apply Changes.
Reviser: Wyillizen. A Ry dbomiEnsss
Cortact Hours:

See the “Period-Based
Assignment of ltems
Job Aid” for
information regarding
Initial Assignments,
Retraining Periods,
and Event vs.
Calendar Based
assignments.

Note: If entering a
Retraining Period, the
item will remain on the
Learner’s Learning
Plan with a new
Required Date after
they complete it.

|
i

Approved By: (1000,001 013

Credit Hours:
(1000,001.01]

CPE Hours:
(1000,001.013

Approval Date

omporry B ]

Leszon:

Audience:

Default Intial &Assignments:

Iriitiz] Mok _ " ..
(1000,0017 30 Initial Period: Days w
Initial Basis:

O Calenclar @ Evert
Default Retraining Assignments:

Fetraining Mumber: 385|

(1000,0011
O calendar (& Event

Retraining Basis:
sheilla .o goldbergi@nass .

Retraining Period: Days W

Contact's Email:

ftem Goals:
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SATERN Administrator Job Aid
Curriculum/Assignment Profiles

Task B: Add the item to the Curriculum

1. Click
Learning>Curricula.
Type the Curriculum
ID, and Search.

tern Adrmin

| Reports | Toals |

Curricula | Sitmple Search | Advanced Ssarch | Add Mew | Help |

Search

—
Search Curricula

Erter the D or Description, select the type of search from the drop-dosen menu, snd click "Search” to brovwese results,
Erter an exact ID and select "Exact” from the drop-down menu to go directly to a record. The search iz caze sensitive
by default. You can choose case insensitive search which applies to criteria typed in. Please note that a caze
inzensttive search could take s long time.

Caze senztive search:

O ves @ No

[JSC-ANNUALSUPER] | Starts With v |

Curricuium 10

Curriculum Title: | || Starts With v|

L ictmStiis @ active O ot active O Bath

2. Click Edit.

[ s TN

View Curriculum Results

JSC- AnMUAL REQUIRED TRAIMING FOR SUPERYISORS Wiew | Edit | Delete | Copy
ArMUAL SLPERYISOR

3. Click the Items tab.

[_somey | SCEETNN

Documents Job Positions

SUMmary

Add an Rem to the Curriculum

Enter kem I or acdd one or more from list

Type ]

vl| [2dd |

Update the tems for the Curriculum

Select All f Deselect All

we || Remoe |

COURSE ITS-004-06 (Rev 5/28/2006 11:00 Ak CET) IT Security for Managers 2007 Edit D

COURSE JSC-001-06 (Rev 10/12/2006 11:00 AM CST)  JSC Guality Managemert System Edit E
Refresher Training
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SATERN Administrator Job Aid
Curriculum/Assignment Profiles

Select the Item Type,
Type the Item ID,
and click Add.

Note: By adding this
Item to the
Curriculum, you are
adding the item to
the Learning Plans of
everyone assigned
this Curriculum ID.
The initial
assignment and
retraining period will
carry over from the
Design Data tab in
the Item record.

Adld an tem to the Currieulum
Enter fem I0 or add one or more from list

Type []
COURSE | [JSC-OHS-HAZCOMN

Update the kems for the Curriculum
Select All f Deselect All

COURSE ITS-004-06 (Fev 97292006 11:00 A CET) IT Security for Managers 2007 El

B COURSE JSC-001-06 (Rev 104 2/2008 11:00 &M CST)  JSC Quslity Managemert System
Refresher Training

Edit
Edit

Selact Al f Deselact All

[ Apply Changes |

If the assignment
affects too many
Learner records
(>500), you must
schedule a
background job. The
new item will not
appear in the
Curriculum record
until the background
job has run, and you
will not have the
option to change the
initial assignment or
retraining period until
the background job
has run.

Schedule Background Job

The action you are trying to perform is affecting too many records and could take a long time to complete. This action
must ke scheduled to run in the background. Plesse complete the following information if you wart this sctionto run at s
specific date and time. If you choosze to be naotified by email upon completion, please select "MNotify via email upon
completion” checkbaox and specify an email address.

O Fun this job immedistely | if allowatle.

(%) Schedule this job to be executed on: Yiew Svailable Time Slots

o B (052802007
U3 02:00 &mM|
Time Lone: € |csT

Job Description:

Matify wia email upon completion
Ermail: JASON R MELSOMT @JSC MASS GOY
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SATERN Administrator Job Aid
Curriculum/Assignment Profiles

Changing Curriculum Required Dates with the Required Dates Assistant

Tasks

A. Changing Required Dates for Items within a Curriculum

Task A: Changing Required Dates for Iltems within a Curriculum

1 . < EULGHUGTI NESIUNGES 101 oM g
: CIICk Learner Management | Scheduling | Learming | Commerce | Resources | References | Reports | Tools | System Admin
TOO|S>ReqUIred AICC Impart Assistant Required Dates Assistant
Dates Assistant. Backaraund ik
Change E-Signature = Step 1

Change Pazsword

Copy Report Assistant

Reglstration Assistart
&M and L10K

Inventory Azsistant

Guestion Import/Export * = Requirad Fislds
Assistant

Required Dates Assistant
SCORM Manifest Import Enter Learner I or add one or more from list.
Assistant

Succession Planning * | Jzer Mame:

Scheduled Offering
Matification Assistant

Supervisor Assistart Edit Learners
Uzer Viewable Domaing

+

Add Learners

There are no learners in the list. Please add learner hefore proceeding.

2. Add Learners, and > Step 1

click Next.
=3

* = Reguired Figlds

Add Learners
Erter Learner ID or add one or more from list.

* Uzer Mame: jrnelsar m
Edit Learners
Select All / Deselect All

jrnelzant MELSCN, JAZON R O

Select All / Deselect All

[ Apely Changes |
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SATERN Administrator Job Aid
Curriculum/Assignment Profiles

3. Type the Curriculum  >step1>step2
ICI:Dl_’ inlfll CIICk Ad d ) Step 2: Add Curricula
IC ext.
RN p—
* = Renuired Fields
Add Curricula
Enter Curriculum D or add one or more from list.
* Curriculum IC: NS C-AMNUALSUPERVISCI W
Edit Curricula
There are no curricula in the lizt. Please add curriculum before proceeding.
4. C“Ck Next at the Required Dates Assistant | Help |
“Add Items” step.
=5Step1 = Step 2 = Step 3
Note: This step is
only used if you [Frevious | ext |
were changing * = Required Fiids
Required Dates for Add tems
free_ﬂoatl ng ItemS Erter tems or add one o more from list.
that you have *tem Type: v *tem 0 I:I M
assigned.
Edit tems
There are no tems inthe list, Plesse add anitem before proceeding.
5. Enter the new

Required Dates for
each item within the
Curriculum, and
click Finish.

Note: If you are
affecting too many
records (>500), you
must schedule a
background job.

Required Dates Assistant IHelp |

= Step 1 > Step 2 = Step 3 = Step 4

Step 4: Edit kem Required Date

m _ DO

JEC- COURSE ITS-004-06 (Rev 972972006 IT Security for Managers 10!01 2007
AMMUALSUPERWISOR  11:00 AW CST) 2007

JSC- COURSE JSC-001-06 JSC Qualty Managemert
AMMUALSUPERWISOR  (Rew 104202005 11:00 & CST) System Refresher

Training
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SATERN Administrator Job Aid
Curriculum/Assignment Profiles

Removing Curriculum Using Learner Needs Management

Tasks

A. Remove Curriculum with Learner Needs Management

1. Click Learner SATERN
: System for Administration, Training, and
M an ag emen t> Educational Rescurcas for NASA i
Learner Manadement | Scheduling | Learning | Commerce | Resources | References | Reports | Tools
Learner NeedS Learners Learner Meeds Management
Learning Evert Editor
M an ag emen t . Learning Event Recorder > Step 1
Competency Assessment
Eclitar
Competency Aszessment Step 1: Select Management Action
Recorder
Learner Heeds Mamt
O &dd Curricula O Remave Curricula
O mdd tems O Remaove tems
O Add Competency Profiles Q Femaove Competency Profiles
O Add Competencies O Femove Competencies
O Add Job-relsted Curricula
O Add Job-relsted Competency Profiles
2. Click the Remove

Curricula radio
button and Next.

Step 1: Select Management Action

O add Curricula
O sdd tems

O Add Competency Profiles O Remaove Competency Profiles

Q Add Competencies

O 2dd Job-related Curriculs

O Add Job-related Competency Profiles

(3} Remove Curricula

O Remove tems

O Remove Competencies
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3. Add Learners from
which you want to [Frevious | Next |

remove the * = Required Fields
Curriculum. Click

Add Learners
Next.

Enter Learner I or add one or more from list.

Edit Learners

Select All S Deselect All

jrnelzant MELSOM, JASON R

Select All F Dezelect All

4- Type the C u I’I’ICU | u m Select Curricula for Removal
| D1 and C“Ck Ad d . Enter Curriculum 10 or add one or more from list.

Edit the List of Curricula for Removal

Select All FDeselect All

Assign
m_

JSC-ARNUALSUPER IS OR: ANNUAL REQUIRED TRAIMMG FOR SUPERVISORS /2952007

Select All/ Deselect All
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Click Run Job
Now.

Note: If you are
affecting too many
records (>500), you
must schedule a
background job.

Step 3: Removing Curricula

* = Required Fields

Select Curricula for Removal

Enter Curriculum 0 or add one or more from list.

Edit the List of Curricula for Remowal

Select All / Deselect All

Assign
Date

JSC-ANNUALEMPLOYEE ANMUAL REQUIRED TRAIMING FOR EMPLOYEES Si29/2007

Select All f Deselect All

If you are able to
run the job
immediately, you
will receive
confirmation.

SATERN
System for Administration, Training, and
Educational Rescurces for MASA

Learners
Learning Evert Editor

Learring Evert Recorder Finished |

Competency Assessment

Eciitor Status:
Competency Assessment
Recorder » Successfully remaved the curricula from the specified learners.

Learner Heeds Mamt
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Period Based Assignment of Items

Using Period-Based Item Assignments, you can schedule items and create required dates and
expiration dates for a particular time period. Period-Based Assignment of Iltems requires that
assigned learners complete the item over a specified period of time. Valid periods are Days, Weeks,
Months, Quarters, and Years.

To access Period-Based Assignment of ltems, navigate Learning>ltems and click the Design Data
tab.

Concepts Used in Period-Based Item Assignments

There are three concepts used in Period Based Item Assignments: Basis, Periods, and Numbers.

Basis
Curriculum items can be set up based on two models: Event Based and Calendar based.

« The Event Based model uses the last notable event to define when the item will need to be
completed. The notable event will be either the last completion, the last successful
completion, or the assignment of the item.

« The Calendar Based model uses a specific date to start defining time periods that specify
when the item should be successfully completed. The basis date (defined per curriculum)
defines the beginning point of the time-periods. The time-periods themselves are built using
either the initial assignment information, or the retraining assignment information. Once the
item is completed, it is not due again until the end of the next period. This allows the
assignment of learning that is due once a quarter, or once a year, but allows the learner to
complete it at any time during the quarter or year.

Periods
The period defines how the item due dates are scheduled within the chosen time frame.

e The Days period counts the number of days until the item is due and also indicates successive
due dates. This does not discount any days like weekends or holidays, but simply counts the
number of days until the item is again required.

e The Weeks period is similar to Days, except that one week is equal to seven days. So if the
assignment is on a Tuesday, and the requirement is due in one week, the required date is
seven days later, again on a Tuesday.

e Months count the number of months and assign the learning on the last day of the months
selected. So if something is due in 6 months, then it is due at the end the sixth month.

« When you use the Quarters period, the item is due for completion by the last day of the
quarter. In other words, it is due by the last day of the third month of the quarter.

e Years work like months, because the learning is due at the end of a year after all computations
are done.

Initial Numbers

Thelnitial Number is the last part of the training requirement calculation. It is the number of periods
necessary to determine when the learning is due. For example, if you are using the Month period and
your Initial Number is 2, the learner is required to complete the item by the end of every two month
period.

The number is an integer that is greater than zero.

Page 21 of 24
SATERN LMS



SATERN Administrator Job Aid
Curriculum/Assignment Profiles

Examples
Period based item assignments can be event based or calendar based.

Assignment Date: This is the date that the item is assigned to the learner.
Required Date: The date that the item is to be completed.

Example One:

- Event Based

- Initial Period: Days

- Initial Number: 30 Days.

The initial period is Days and the initial number is 30 days. Therefore, learners must complete the
item within 30 days of the assignment date.

| | | | | | | |
113 110 M7 1724 1531 27 214 21
Jan 1, 2005 Feh 28, 2004
114
; 214
Assignement
I%ate Fequired Date

Example Two

- Event Based

- Initial Period: One Month
- Initial Number: 1

In this example, the learners must complete the item by the end of the month following the

assignment date.
|

i | | |
(P B PRIV IS P A P!

Januar 1, 2004

114
Assignement
Date

| | | | |
4T M4 W"N AW I

2128
Reguired Date

a4 IN A

March 31, 2005
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Example Three

- Event Based

- Retraining Period: Days
- Retraining Number: 365

In this graph, the learner must be complete the item for retraining within 365 days after the completion
date.

Year 2005 Year 2006

A /_/R

| ! |

I | I I | | I I I I I | ] | |
| an 41 aM &) il an an 1 11 1241 il 21

Jan 05 Feb 06
1115/05 1M 4106
Cormpletion .
Dt Reguired Date

Example Four

- Event Based

- Retraining Period: Months
- Retraining Period: 12

In this example, learners must complete retraining of the item at the end of the twelfth month following
the completion date.

| |
| 1 | | ! | | | ! | | ! !
el TS T 3 N - A <7 4 A=) R A I O A S P B

Jan 04 Feh 06
114504
Comipletion R ”3”3%%
Diate eruire
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Example Five

- Calendar Based

- Basis Date: January 1, 2005
- Initial Period: Months

- Initial Number: 2

In this Calendar Based example, the learner is required to complete the item by the end of every two

month period.

SATERN Administrator Job Aid
Curriculum/Assignment Profiles

11 - 2128 3 - 4130 51 - B30 TH - 8131
AN A AN A
| " " L |
| | | | | 1 | |
2N an 41 ah B T an
Jan 04 Augos
. 1.".1 ai05 ’ 4130705 BI20/05 T131/05
SSEjgant;nE Required Date Reguired Date Required Date

Example Six

- Calendar Based

- Basis Date: January 1, 2005
- Initial Period: Years

- Initial Number: 3

In this Calendar Based example, the learner is required to complete the item by the end of every

three year period.

11M5- 12023172007

111ma- 1253110

AN A
| . ! |
| | | i | | I |
11106 11107 11103 11109 11110 T

Jan, 2004 Dec, 2011

1M1 4505 123110

Completian Renuired

Date Date
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